. T WEFARIMENT UF ARLHIVES AND RIDITURY
) ‘ RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publuatlon No. 76—RM-1 for instructions on completing this form. Forward signed originat to
Department of Archives and History, Records Management Division, 330 Capitol Annue Atlants, Georgia, 30334,

Attention: Scheduling Section. E80331 ~O { _
FOR AGENCY USE 1. Ag.ncy’Mdrm FOR RECORDS MANAGEMENT USE
Application Date Ga. State Merit ‘System of Personnel Adm1 n | Application Numbar
03/17/88 Applicant Services Division '79 /O 2""A
Application Number 200 Piedmont Ave nue, Room 418-West Tower Dete mem Dste Compistad
Atlanta, Georgia 30334 - - 'LAR 1 14138_8' | MAY 25 1088
2. Person to Contact ' ' Working Title' ' Telephone Number
Marcelline D. Warren L ) Office Supervisor 656-2728
TAetlon Requested .
4. O Estabusn Retention Schedule; record will continue to accumulate.
‘b. O Dispose of present acmmulg;i n; no furdWon ¢nticipntgd.
_ Amend Application No.. L[_@Lh‘_ vack One: XX Change: [ Supercede; ) Void
4. Dates of Series S. Rwordiﬂs«iu Title (followed by title used in office; if diffsrent)
Earliest Latest Employment Examination Performance Test Papers File (Typing & Rate of
11/86 ! Current Work)
8. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Applicant Services Division is responsible for examining app11cants for positions to
determine eligibility for employment, including scheduling examir at1ons, making reservation,

making public announcements, providing place of exam1nat1on developing examinations, conductigg
-tests, grad1ng exams, and not1fy1ng app11cants |
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—';. Record Series Description This file contains the following documents {mclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to:  Administering written and performance examinations for Merit System job
classification for State of Georgia employment purposes.

Included are: Performance test papers (Typmg & Rate: of work) manually guaded test

. ‘ add sheets, and documents used for grading fest varlatlons(no form names
or numbers)

Fﬂ! is arranged: Chronologically by date test results entered into computer system.

»:{'6. Monthly Reference Rete l-lowofunmnowd:nfmodwwhnd\ are: e ' =
_One to six months old .72 Seven to twelve months old .13 ; Thirteen to twenty-four months ald __Qi__.., B
twenty-five monthnndoldor _.__0.___? : o ‘ 3 T

- ] . i IR s R S TR ' L ERRENEEEE -5 LA
9. Annual Rete of Accumulation of R Rmrds ‘ o - : 20 cu ft
Letter-size drawers s Loghlsize drawers —_—e;Shelves . ;Other (specify) :
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HnanduﬁULﬂ?
X b. Does the series contain confidential information requiring seeuritv handling? If yes, cite law or ragulatnon

X | e s this a vital record?

X _1 d. Does this series have hwprml or_long term research value? i
. When one or two documents in the fulc make it necessary to keep the entire file for a fong pmod eould these
domunﬂnahzsannhixuannnW? .

. is Wmmmmmm copy, [

g ls the information contained in this series ever analyzed andlor recorded in & summarized report?
X | - If ves attach cooy.
h. Is thers a duplication of this saries in your office, or in lnother office or sgency?

>

§ _It ves, where? -
i, 13 this g[m {or s mg[ac mm‘m of it} tggula[h( minmf“mgd?
11. Rmntlon Requirements The foliowing requirss tha series to be kept. GEFS r‘epor‘ ts.
8. Srate Law e yesrs. -— —d, Auditperiod . -t - : years,
b. Statute of hrmtatton ' years. ‘e, Administrative need 2 years,
¢. Federal law 4 —Years, f. Faderal retention instructions 2 years.

Attach copy or excert of laws or regulations. Explain administrative need.

29 C.F.R. 1602.31 (State and Local Governments) - Z years

12. Approved Disposition Instructions Thls agency recommands that tha file series be cut off at the end of each:

ﬁ Calendar Year; O Fiscal Year: (J Other _Q.L&_Ldﬁ_l._@m{:ﬂd_ tr;?n,
B Hold in the current files ares _I_Q.__month(s; e year{s); then R z
O Transfer to local holding area; hold __.year{s); then
XEX Transfer to State Records Center; hold —.12 __ ___ JeaklkiKes months; then
X&K Destroy,
O Transfer to State Archives for permanent retention,
O Other (Specify)

NOTE: In the event a charge of discrimination has been filed, or an action
E _ brought by the Equal Employment Opportunity Comm1551on,or the Attorney
“General, this record riust be retained until final d1spos1t1on of the
charge or action.

Thess instructions apply to all prior and future accumulations of the series,

Agency Hsad/Designes _(Signaturs) ___Date | Records Managemant Oﬂaeer {Signaturg) Date
|t etz et |~ e (i 24/t
Tosrol 7 e o

Recommendations in para- I

graph 12 are approved. ~ State Auditor/Designee ... - Ay -

(/f disspproved, ettach letter - L =EY,

of explanation.) Secretary of State/Designee- 7. 1-'/ £

79‘"’ / O Q——A “Attornay General/Desighes - 197})/%/5

e T TR
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: ‘%i'* APPLICATION FOR RECORDS RETENTION SCHEDULE |, QFFICE OF THE sEcRerany oF sTATE |

Carolyn Smith Office Supervisor 656-2728

‘ RECORDS MANAGEMENT DIVISION .
IN‘STRUCTIONS See Pubhcatxon No. 76—-RM—1 for instructions on completing this form. Forward signed original to_
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue At!anta Georgia, 30334,
Attention: Scheduling Section. ‘ : 7 {

~ FbR AGENGY USE - 1, Agency Address ‘I vl FOR RECORDS MANAGEMENT USE
Apphcatlon Date Ga. State Merit System of Personnel Admin| Application Number

| Applicant Services Division-Room 572 , 7q lo 2-
’—m—.— e 244 Vashington Street, S.W. , ——
Application Number R Date Raceived Date Complated
Atlanta, Georgia 30334 MAY '

T =T = Pt} e e s M 7 19?9 ’ fﬁyﬂ_—i?.zng.—ﬁ
2. Person to Contact Working Title ‘ Telephone Number

2. [0 Estaobusn Retention Schedule; chord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.
| ¢ £k Amend Application No. 378 _ Check One: EkChange; O Supercede; [J_Void

3. Action Requested | N == = e e

4, Datas of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest

July 1977 [ Present Employment Examination Performance Test Papers File (Typing Exams)

6. Division and Office Function What is the function of the Division and the Office in which this record series is created'?

The Applicant Services Division 1s responsible for examining applicants for
positions to determine eligibility for employment, including scheduling
examinations, making reservations, making public announcements, providing
place of examination, developing examinations, conducting tests, grading
exams, and hotifying applicants.

7. Reoord Senes Desenptlon This file contains the following documents finclude form numbers and titles, If.;'my}:
Attach samples of the file. ;

Documents relating to: taking a typing examination for a Merit System Job Class.

Indluded are: Pe'i'fofmavﬁce Test Papers (actual typing exam) _-7 T e

alphabetically by applicants surname. ™ .

8. ﬁgh}hlv Reference Rate ~How often are records referred to which are:
One 16 six months oid __Zé__“ ; Seven to tweive months old .____3__; Thirteen to twenty-four months old _. .Q_L
twenty-five months and older_g__'__, [ ~. i S

Fileisarranged: chronologically by date test results entered into computer system thereunder

9. Annual Rate of Accumulation of Rerords

Letter-size drawers ——_._.; Legal-sizedrawers —________;Shelves____ ___ ;Qther (specify) 10 cu, ft.

AR—80-71: Aav.78 {Over)




iE_SJ NO [ '!O,;_Questigri_;aire' (Piece an "X” in the | proper coluhan) | ____ - B L ..: A
a, Is this the official copy of the series? b
X | 1 _Ifnot, whereisit? i ' ) o

b. Does the series contain co%fldentlal information requiring security handllng'-' lf yes, cite law or regulation. .
x| Ga. Code 40-2 ' '

e ls thls 3 vital record’ " ‘ ' ] e

W

.'

e. When one or two documents in the file make it necessary to keep the entire flIe for a Iong perlod couid these
1__ _ documents be scheduled separately? , e S
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| - £ ls_themiqtmangn_mxamim_tm;jenesﬂefmbﬁhedl_Lfleskattach £oDVY._ . _ S
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X If ves, attach copy.
h. Is there a duplication of this series in your office, or in another office or agency?
| 1 X} _fves, where? - ] —— , .

X1 lsumweuaummmmw_m_negmﬂlmnm_mneci?'
X || i._Doesthe record series result in a computer printout? _Info results in List of Eligibles & various

11 Retentlon Requirements ‘The following requires the series to be kept: I GEMS reports. ]
a, State Law f years. d. Audit period - -years.
b. Statute of limitation — years, e. Administrative need _._g____u-._--_.vears. _
c. Federal law LT T years. £, Federal réterition instructions ~ —_-2 = = " years. —

Attach coby or excerpt of laws or regulations. Explain administrative need.

29 C.F.R. 1602.31 (State and Local Governments) - 2 years

12 " Aporoved DlSPOSitIOI‘l Instructions This agency recommends that the file series be cut off at the end of each:
QO Calendar Year: [J Fiscal year;¥® Other 2 months then,

(J Hoid in the current files area _——month(s) ___._ _. year{s}; then

00 Transfer to local holding area, hold ____. year(s); then

X Transfer to State Records Center;hold 22 ¥%¥¥Si¥st¥¥ months; then

ik Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify) : '

NOTE; In the event a charge of discrimination has been filed, or an action
brought by the Equal Employment Opportunity Commission or the Attorney

__General, this record must be retalned until flnal disposition of the
charge or action.

These instructions apply to ail prior and future accumulations of the series,

___g_ency HeadIDesignee (Sigpature} __Date Records Manage{riehf Officer (Signature) ' Date
1 1/ ,f% /8 /444 e\ -Ap Nyl 5779
/7 : J 7
. ‘ _ State Records Committee (Signature) Date
Recommendations in para- ‘ _ <
| graph 12 are approved. State Auditog/Designee ¢ L 79
(1f diseppro ved, attach letter | cn.]. ‘ ! 7
of explanation.) Secret; e/Designee -2 KZLZ.?.
— v ”~
7q (02 Attorney General/Designee ~ - 7’1’ 7f\

AR-50—71; Rev. 76 (Raverse Side)




